
OSD Quick Guide 
Comm-PASS – How to locate an open Solicitation 

 

Need additional assistance – Call the Comm-PASS Help Desk 617-720-3197 

Quick Tip Date 7-12-2013 

1 

Overview of Quick Guide 

The Comm-PASS Solicitation functionality allows all potential bidders the opportunity 

to search for a Solicitation that has been posted on Comm-PASS either by OSD as a 

Statewide Contract or other eligible entities.  This Quick Guide will review the steps 

needed to search for an open Solicitation, using the Commonwealth’s eProcurement 

System Comm-PASS in three several different methods.  The three choices are by 

Category, Entity or by a specific Solicitation.  Things to Remember!  

 Bidders are responsible for obtaining, reviewing and understanding all forms and 

specifications for each Solicitation.   

 Bidders are solely responsible for submitting all information required to be 

evaluated for a potential bid. 

 Bidders do not have to be subscribed to obtain the forms and specifications 

needed to submit a bid. 

 When you are in each screen in Comm-PASS, follow the links at the top of the 

screen to return to the previous menu, using the BACK BUTTON at the top of 

your internet browser will cause you problems in the application, 

 Once you have completed this Quick Guide, please refer to “How to view an open 

solicitation” for details on viewing and understanding the information on a 

specific Solicitation. 

 
Step 1 
 Go to OSD Home Page and select the Comm-PASS link. 

From the Comm-PASS Home Page select the navy blue <Solicitation Tab> at the 

top of the screen.  

http://www.comm-pass.com/
http://www.mass.gov/osd
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Step 2 

This will bring you to the Solicitation page; the first of the two options can be found 

under the Browse All Open Solicitations. 

 Select <Browse All Open Solicitations> 

 

 

 
 

Step 3 

The next screen allows you to narrow your search by Category/Subcategory or 

Entity/Department.  We will first explore the Category/Subcategory search 

functionality which allows you to select from a distinct classifications within Comm-

PASS. Select <Category/Subcategory>. 
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Step 4 
 You are now on a screen which displays a list of Categories which are pre-

determined in the Comm-PASS system.  You should select a Category Name that   

best matches your type of business.  To do this you should click on the Select Check 

box on the right of the screen.  For this example we will select Architectural-

Engineering Services. 
 

 

 
 

 

Step 5 
 Select <Subcategory> by clicking the select box on the right hand side of the 

screen. 
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Step 6 
  Here you will be brought to the Solicitation opportunities available to view.  

Please refer to the Quick Guide “How to view an open solicitation” for further 

information about how to read a specific Solicitations content. 

 

 

 
 

 

Step 7 

 The second searching capability under the Browse All Open Solicitations is by 

Entity/Department. 

Select <Entity/Department> 
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Step 8 

  Select the department you would like to view.  You can do this by choosing the 

select box on the right hand side of the screen.  As an example we have chosen the 

Board of Higher Education.  There are several instances in Comm-PASS where an 

entity will have several departments.  This next screen allows you to choose from the 

departments for this entity.  To view the posted solicitations click on the Select check 

box on the right of the screen. 

 
 

Step 9 
  The available Solicitation opportunities will display and you are able to view each 

one individually.  To view a solicitation click on the eyeglass icon. 
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Step 10 

The last search option we will review is the <Search for a Solicitation> which link 

can be found on the Solicitations tab at the top of the screen. This option allows you 

to enter specific criteria for your search such as a keyword or a document number.   
 Select <Search for a Solicitation>

 
 

Step11 

The Search for a Solicitation page allows you to enter specific criteria to refine your 

search.  You can enter as little or as much criteria as you would like to accomplish 

this task.  

 Keywords - This search functionality allows a complete search of the Comm-PASS  

database for all solicitations that are associated with your entry. The keyword search 

is based on the user input and this can vary depending upon their wording.  An 

example of how this could be used is car, automobile, vehicle, all words that pertain 

to a specific type of commodity or service.   
 For Statewide Contract – If you are looking for a Statewide Solicitation you 

would check this box.   

 Document Number – If you know the actual solicitation number you should 

enter it here. 
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 Document Status – This allows you three options, by leaving this blank your 

search results will be generated with open and closed solicitations, or you can select 

open or closed from the drop down list. It is recommended that you select open 

when conducting a search for an open solicitation.   

 Now select the <Search> button on the screen. 

 A link will populate at the top of the screen indicating if any of your information 

entered matches a potential solicitation opportunity.  In this example there are 6 

solicitations that match our criteria, select the <link> and you will be brought to the 

opportunities available. 

 

 

Congratulations you have successfully completed the different compents of 

searching in our eProcurement system Comm-PASS.  To find out how to read the 

information placed in each Solicitation, refer to the Quick Guide “How to view an 

Open Solicitation.” 

 


